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Welcome 


Welcome to the Microsofte Windows® 95 operating system. 
With Windows 95, all the things you do now will be easier 
and faster, and what you’ ve always wanted to do is now 
possible. 


This book introduces you to Windows and gets you up and 
running quickly. It shows you how to do the most common 
tasks, provides you with tips, and points you to some of the 
fun and exciting new features that come with Windows. 


If you want to explore Windows in more depth or learn about 
some of the more technical aspects of Windows, the first topic 
in this section, “Where to Find the Information You Need,” 
points you to other sources of information. 
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Where to find the information you need 


Help on procedures 

Help is the primary source of information about 
Windows. You can find common tasks in the 
Contents and more in the Index, and search for 
text by using the Find tab. To start Help, click 
the Start button, and then click Help. 


Click s topic, and then click Display. Or chek another tab, such as Index. 


How To 
e Run Programs 
@ Work with Files and Folders 
2 Print 
e Use 3 Network 
e Commurscate with Others 
e Satequard ‘Your Work 
(1) Change Windows Settings 
Se Change How Windows Looks 
¢ Customize My Cornputer or Windows Explorer 
1B) Change Taskbar Settings 
[2] Customizing the Start menu 
| Hiding or displaying the taskbar 
A Add or Remove Fonts 


For more information about Help, see 
Chapter |, “The Basics.” 


Background | Screen Saver | Appearance | Settings | 


Shows how a pattern or wallpaper will look on your screen To 
prenew a pattem of wallpaper. chek its name in the Pattern or 
oe Help ona specific item 

If a window contains a question-mark button, 
you can see a description of any item in the 
window: Just click the button, and then click 
the item. 


Edit Pattern, 
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Be Introducing Microsoft Windows 95 (this book) 


The Introducing Microsoft Windows 95 book contains common tasks; 


Resource Kit 


visual overviews; a catalog of Windows features; and an illustrated 
= glossary of basic terms, including mouse basics. 


The Microsoft Windows 95 Resource Kit contains technical information 
about Windows 95, plus information for network administrators. The 
Resource Kit is available wherever computer books or software are sold. 


WinNews 

For more technical information about Windows, 
you can read WinNews via The Microsoft 
Network and most major online services and 
networks. You can also receive the WinNews 
Electronic Newsletter biweekly, via e-mail. For 
more information, see the online document 
Winnews.txt provided with Windows. 


Windows 95 Online Tour 

The Windows 95 Tour quickly teaches you a few 
basic skills and gives you the opportunity to 
practice them. You can start the Tour by 
double-clicking “Ten minutes to using Windows” 
in the Help Contents. (This may not be available 
for all systems.) 
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What’s on your Windows 95 screen 


Depending on how your computer is set up, various items appear on your 
desktop when you start Windows. Here are four important ones. 


‘FRStart | 11-53.4M 


My Computer 
Double-click this icon to see your computer’s contents and manage your 
files. For more information, see Chapter 2, “Beyond the Basics.” 


Network Neighborhood 

Double-click this icon to see available resources on the network, if your 
computer is or can be connected to one. For more information, see 
Chapter 3, “Introducing Networks.” 


Recycle Bin 

The Recycle Bin is a temporary storage place for deleted files. You can 
use it to retrieve files deleted in error. For more information, see 
Chapter 2, “Beyond the Basics.” 


Start button 

You can click the Start button on the taskbar to start a program, open 

a document, change system settings, get Help, find items on your 
computer, and more. For more information, see Chapter |, “The Basics. 
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If you’ve used Windows before. . . 


Take a look at how some familiar elements of Microsoft 
Windows version 3.1 have changed for Windows 95. 


Program Manager 

You can find your old program groups by clicking the Start button and 
then pointing to Programs. Your groups appear as folders on the 
Programs menu. 


File Manager 


To manage your files, you click the Start button, point to Programs, and 
then click Windows Explorer. Your directories appear as folders. 


BB 5-005 Prompt 


bg SY Winetoers Expert | 


“ll Windows 95 
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MS-DOS Prompt 
ks To open an MS-DOSoe window, you click the Start button, point to 
Programs, and then click MS-DOS Prompt. 


pa Control Panel 
To open Control Panel, you click the Start button, point to Settings, and 
then click Control Panel. 


Print Manager 

To set up a printer or look at information about documents you're 
printing, you click the Start button, point to Settings, and then click 
Printers. 


hi 


Welcome xi 


Run command 

To use the Run command, you click the Start button, and then click Run. 
You can run MS-DOS—based and Windows-based programs, open 
folders, and connect to network resources by using Run. 


E*} Windowso5 


Task switching 

You can use the taskbar to switch between open windows. Just click the 
button on it that represents the window you want to switch to. You can 
also use ALT+TAB, just as you did in earlier versions of Windows. 


Sr ata 


Hi Bill!| 


Start | £7 untitled - Paint 


Close button 
To close a window, you click the Close button in the upper-right corner 
of the window, next to the Minimize and Maximize buttons. 


Orin on ae 


some ol 
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What’s new in Windows 95’? 


Windows 95 offers many new, exciting features, in addition to 
improvements to many features you may be familiar with from earlier 
versions of Windows. This section mentions just a few of these features. 
For a complete listing, look up “what's new” in the Help Index. 


New improved interface Windows now features the Start button and 
taskbar. Click the Start button to quickly open programs, find documents, 
and use system tools. Use the taskbar to switch between programs as 
easily as changing channels on your TV. 


Windows Explorer Windows Explorer is a powerful way to browse 
through and manage your files, drives, and network connections. 


Long filenames Windows now supports long filenames to make your 
files easier to organize and find. 


Improved game and multimedia support You will enjoy the faster video 
capability for games, enhanced support for MS-DOS—based games, and 
improved performance for playing video and sound files. 


Plug and Play hardware compatibility You can just insert the card for 
your Plug and Play hardware in your computer. When you turn on your 
computer, Windows recognizes and sets up your hardware for you 
automatically. 


32-bit preemptive multitasking Windows now lets you use many 
programs at once: do more in less time! 


Microsoft Exchange Use Microsoft Exchange to view and work with all 
types of electronic communications, including e-mail and faxes. 


The Microsoft Network You can use this new, affordable, and easy-to- 
use Online service to communicate with people worldwide, using e-mail, 
bulletin boards, and the Internet. 
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Backing up your old files 


Most Windows 95 setups are easy and trouble-free; however, any time 
you update your computer's operating system, it is possible that an error 
could occur (such as system failure due to incompatible hardware, or a 
power failure) that may temporarily or permanently prevent access to 
data. 


Before you set up Windows 95, you might want to back up certain 
system files. The files you should back up include the following: 

* All initialization (.ini) files in your Windows directory 

« All registry data (.dat) files in your Windows directory 

* All password (.pwl) files in your Windows directory 

« Any files specified in the Config.sys and Autoexec.bat files 


¢ Your Config.sys and Autoexec.bat files, located in the root directory 
of your startup drive (usually drive C) 


¢ Proprietary network configuration files and logon scripts 


You may also want to back up personal or business data that is on the 
hard disk. 


Just before setting up Windows 95, make sure your network software, if 
any, is working. The settings from the existing network configuration are 
used in Windows 95. 
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Setting up Windows 95 


It’s easy to set up Windows. There are two ways to do it, depending 
on whether you have an earlier version of Windows (version 3.x or 
Windows for Workgroups) on your computer. 


To upgrade from an earlier version of Windows 


> I insert Setup Disk 1 in a floppy disk drive or your Windows CD-ROM 
ina CD-ROM drive. 


» 2 InFile Manager or Program Manager, click File, and then click Run. 


v3 Type the drive letter, followed by a colon (:) and a backslash (\), and the word 
setup. For example: 


a:\setup 


Note that if you install from a CD-ROM, precede the word “setup” with win95\. 


» 4 Follow the instructions on your screen. Click Next to continue 
through the Setup process. 


mm See Also 

For more informaiion aboul adoing 
Windows components ailer you've 
installed Windows, see ‘If a 
Windows Component sit 
Available” 
‘The Possibilities.” 
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If you do not have a previous version of Windows, use the following 
procedure. 


To set up Windows from MS-DOS 


> | Insert Setup Disk 1 in a floppy disk drive or your Windows 
CD-ROM in a CD-ROM drive. 


» 2 Atthe command prompt, type the drive letter, followed by a colon (:) anda 
backslash (\), and the word setup. For example, your screen might look like 
this: 


[c:\] a:\setup 
Note that if you install from a CD-ROM, precede the word “setup” with win95\. 
Le 3 Press ENTER, and then follow the instructions on your screen. Click Next to 


continue through the Setup process. 


Setup prompts you to choose the type of installation you want. If you're 
not sure, choose the one that Windows selects for you. The following 
table describes these options. 


This Setup option Does this 

Typical Sets up the most commonly used Windows 
components. 

Portable Sets up features that are most useful for a portable 


computer, while conserving disk space. This 
includes power management features and 
Briefcase, a program that helps you synchronize 
files between laptop and desktop computers. 


Compact Sets up only the basic files you need to run 
Windows. This is useful if you have very limited 
disk space. 

Custom Enables you to choose exactly which components 


to install. If you are an advanced user or system 
administrator and want to customize your 
Windows installation, choose this option. 


If you encounter problems setting up Windows, see the Setup.txt file that 
comes with Windows. 


CHAPTER 


The Basics 


iia 
ci 
ae 
— 
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What’s the key to using Microsoft Windows 95? The Start 
button! This chapter gives you quick, simple instructions to 
get you up and running. You will also learn how to use online 
Help, which will help you get your work done and learn 
Windows. 


Contents 

Getting Started with Windows 95 2 

Starting and Quitting a Program = 5 

Opening a Document 8 

Getting Help 10 

Finding Something on Your Computer = 13 
Changing System Settings 14 

Starting a Program by Using the Run Command = 15 
Shutting Down Your Computer 17 
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Getting Started with Windows 95 


This section gives you a quick overview of getting started with 
Windows. 


Logging on to Windows 


When you start Windows, you may be prompted to log on to Windows 
or, if you are on a network, to log on to your network. 


If you don’t want to log on with a password, don’t type anything in the 
password box, and click OK. You won’t see this prompt in the future. 


To log on to Windows 


vy 1 inthe User Name box, type your name. 


y 2 Inthe Password box, type a password. The first time, 


Windows prompts you to confirm your password. 


LS ee 


Type a user name and password to log on to Windows. 
User naan [RonBands Cancel | 


The Start button and taskbar 


The Start button and taskbar are located at the bottom of your screen 
when you start Windows for the first time. By default, they are always 
visible when Windows is running. 


AStart| ise 


‘ 


\- Start button \. Taskbar 


Chapter 1 The Basics 3 


Starting with the Start menu 


When you click the Start button, you see a menu that contains everything 
you need to begin using Windows. 


If you want to start a program, point to Programs. If you want Help 

on doing something in Windows, click Help. The commands on the Start 
menu are described in more detail in the rest of this chapter. An 
overview of each command is shown below. 


This command _ Does this 


Programs Displays a list of programs you can start. 

Documents Displays a list of documents that you’ ve opened previously. 

Settings Displays a list of system components for which you can 
change settings. 

Find Enables you to find a folder, file, shared computer, or mail 
message. 

Help Starts Help. You can then use the Help Contents, Index, 
or other tabs to find out how to do a task in Windows. 

Run Starts a program or opens a folder when you type an 
MS-DOS command. 

Shut Down Shuts down or restarts your computer, or logs you off. 


Depending on your computer and the options you have chosen, you may 
see additional items on your menu. 
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@ See Also 


For more infor: 


ihe taskbar. 


Help index. 


100K up 


"aShDA 


ation abot using 
ai if? ifte 


The taskbar 


Every time you start a program or open a window, a button representing 
that window appears on the taskbar. To switch between windows, just 
click the button for the window you want. When you close a window, its 
button disappears from the taskbar. 


[J Proposal letter - WordPad 
File Edt View inumt Fomet Help 


igi! el 


Dear Rach, 


Tam pleased to ceport that the board has voted unanmously to accept your 
proposal for coordinating this year's corporate trawdtig senunars 


We will contact you soon with travel arrangements 


Sincerely, 


Jum Dobyns png [SD Sermgn ey . 


9 1334 Clock 


Taskbar buttons \ Notification area 


Depending on what task you're working on, other indicators can appear 
in the notification area on the taskbar, such as a printer representing your 
print job or a battery representing power on your portable computer. At 
one end of the taskbar is the clock. To view or change settings, just 
double-click the clock or any of the indicators. 
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Starting and Quitting a Program 


You can use the Start button to start any program you want to use, such 
as your word processor or a favorite game. 


To start a program 
v | Click the Start button, and then point to Programs. 


< 2 Point to the folder, 


whe such as Accessories, 
+f that contains the 
program, and then 
TIP click the program. 
You can add a program to the 
top of the Start menu by 
dragging its icon onto the 
Start button. 
~ Anew button for the program appears on the taskbar. 
We See Ajso 


Fer more information about 

customizing the Start manu, lox 
up ‘atiding, prograins to the Stat 
menu” in the Hale fedex. 
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What appears when you click Programs? 
ee re ee 
come from several places: 


When you set up Windows, you see several programs, such as 
Windows Explorer and MS-DOS Prompt, and several folders 
da the Progrees meme. Tee Sena mages tat we 
grouped together for easy access. 

Windows also includes the StartUp folder, in which you can 
put programs you want to start automatically when you start — 
Windows. For more information, see “Using Windows 
Efficiently” in Chapter 2, “Beyond the Basics.” 

When you install new programs on your computer, you may 
If you upgraded from a previous version of Windows, your old 
program groups appear as folders. 


To quit a program 


y Click the Close button in the upper-right 
corner of the window. 


Ma See Also 

For information about customizing 
the Programs ment, (00k up 
"Programs ment’ in the Help 
Index. 
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You can run as many programs as you want at the same time. Windows 
makes it easy to switch between programs or windows. 


To switch between programs 


w Click the taskbar button for the program you want. 


Here are the figures your 


Apni $37,100 
May $45,300 


MS 1 2 3 - ik 
June $41,000 me | a | w| zi | ’ | = | 
Total $123,400 


A year ago $101,600 
Mo merease 


The program appears in 
front of the other windows, 


Apal 
May 


June 


Total 


A year ago $101,600 
Momcrease 


For Helo. guess F1 


ae — Aliso 
For more information about mnring 
POA, beh up Vie 


in the Help ip 


Way HS 


POG 
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Opening a Document 


There are several ways to open documents in Windows. This section 
describes two methods. You can: 
¢ Open your document from within the program you used to create it. 


« Use the Documents command on the Start menu to open a document 
you've opened recently. 


You can also: 


* Use the Find command on the Start menu to locate the document. For 
more information, see “Finding Something on Your Computer” later 
in this chapter. 


« Double-click a document icon in My Computer. 


To open a document from within a program 


«1 On the File menu, click Open. 


s z To open a document in a 
different folder, click the 
arrow next to the Look In 

S ae box, and then click the disk 

that contains the folder. 


Click the folder that contains 
the document you want to 
open, and then click Open. 
You may have to scroll to 
see more folders. 


Files of type: [Weed tor Windows 6 01" de) 3] Cancel | 


Continued on next page 7 
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« 4 Click the document you 
want to open, and then 
click Open, 


6} Fall leaves. doc 


File name: Fides: toe neve poems doc 
Fides of type: Fword ioe Wirrdows 6.01" doc} S| Cancel | 


You can also open documents from the Documents menu, where many 
programs save a list of recently opened documents. 


To open a document by using the Documents menu 


< 1 Click the Start button, and 
then point to Documents. 


« 2 Click the name of the 
document you want to open. 


The document opens, and a button for 
the document appears on the taskbar. 


‘Dear Billi, 
Thank you very much for speaking to our group. 
Everyone talked about how much insight you provided. 


You clearly stated the long-term goals and their 
relationship to our current project. T think it's 


important to put things in perspective, and the items - 
. aes 2 ; Ae af 


Wm See Also 
Far information about documents. 
look up “documens in ihe Help 


LEX. 
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Getting Help 


Online Help is essential to learning and using Windows. There are two 
kinds of Help: Help about a specific procedure and Help that gives you 
information about what you see on your screen. 


To get Help 


@ Click the Start button, 
and then click Help. 


* The list of Help topics appears. 
You can use the tabs in Help 
to search for information in 
several ways. 


When you open Help by using the Start menu, or the Help menu in My 
Computer or Windows Explorer, you see Help for Windows in general. 
If you use the Help menu in a program, such as WordPad, Paint, or 
Microsoft Word, the Help you see is for that program. 


— Help topics contain green 
underlined text. You can click 
the green text to see a definition 
of the term. 


4 Ds 

TIP 

To scroll through the Help Index, 
type the first few letters of the 
word you want to search for. The 
Index is arranged just like a 

book index. If you don’t find the 
entry you want, try another 
entry. 
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To find Help through the Contents 


wv Click the Contents tab to find topics grouped by subject, 
and then follow the instructions on your screen. 


ge the background of 
your desktop 


Click @ book, and then click Open. Or cbck another tab. such a Inder 
- 1 Chick here i to vew Display 
properties 


2 Inthe Pattatn ot Watpaper bet, chek 
the pattem ot wallpaper you want to 
use 


©} Work with Files and Folders 
Print 
@ Use a Network 
Comenaucate wath Others 
© Saleguard You Work 
(Ud Change Windows Settings 
ee 
a 
a Dieriera the muenietss fear tote Sakti 
[2] Changing how much you can fit on your screen 
a Changing the ame of the forts your computer displays 
ie] Setting up a screen saver 
(2) Adjusting the rate at which your cursor blinks 


Tips 

* To cove: your entire screen wath & 
small wallpaper mage. cick Tie To 
center 4 wallpape! mage on your 
screen, chok Center 

* ‘You can use pattetns and wallpaper 
smultaneouth However ¢ 
wallpaper covets your eniire screen, 
you wil not ree the pattem 


a To return to the list of topics, 
click Help Topics. 


To find Help through the Index 


¥ Click the Index tab to find specific topics listed alphabetically, 
and then follow the instructions on your screen. 


ge the background of 
your desktop 
1 Click here 2) to vim Ciesplay 
propertees 
2 Inthe Patten ot Wallpaper bet check 
the pattern of walipaper you want to 
une 


1 Lype the fea few letters ofthe weed yoni lookin fox 
desktop. background pictures or patterns. changing 
2 Glick the index entry you want, snd then chek Display, 


Tis 

* To cover your entre screen wath & 
snail wallpaper mage. chek Tie To 
center 9 wallpaper image on your 
screen, chck Center 

* ‘You can use patterns and wallpaper 
urmitancously However # 
wallpaper covers your entre screen, 
you wall not see the pattern 


back raued mcsares 0 
Cleaning window: trom 
color. changing 


customizing for multiple users 
eames women) 


mains windows: to buttons 
shortcuts 


nize of desktop teme, changing 
taskbar 


ad Related Tomes 


« To return to the list of topics, 
click Help Topics. 
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vil 


x » 
IP 


T 
You can also use your right 
mouse button to click an item 
on the screen. Then click the 
What's This? command. 


Mam See Also 

For more information about daiog 
boxes, See the “Vistiai Glossary” 
AODONOIX. 


To find Help topics containing a word or phrase 


¥ Click the Find tab to find all the topics that 
contain a specific word or phrase, and then follow 
the instructions on your screen. 


flange the background of 
your desktop 


+, Type the words} you vse to find: 


rr | 


1 Cick hee il to view Display 
oF . a5 progertes 
2 Select some matching wards. {optionalt Dptions.. | 2 In the Pattern or walonper fat, cfck 


the pattern oF wallpaper you wank to 
ure 

Tips 

* To cower yout entre screen with & 
P image. chek Tée. To 
center 8 walpaper image on pour 
screen, check Center 

* ‘You can use patterns and wallpaper 
tanukaneously, However. 
wallpaper covert your entee screen, 
you wil not see the pattern 


=} Related Topas 


a To return to the list of topics, 
click Help Topics. 


To get Help on a specific item 


¥ For information about an item in a dialog box, 
click 21, and then click the item. 


Shows how a pattern or wallpaper wall look on your screen 
To preview a pattern or wallpaper. click its name in the 
Pattern ot Wallpaper list 


pen ee ee 


is a 
tos} Axtumn Leaves ee 
(Sl eatie wets a 


i; a Apop-up explanation appears. 
| 5 Dane ek ee Click it to make it disappear. 
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Finding Something on Your Computer 


If you don’t know where a document or folder is, you can use the Find 
command to find and open it. 


To find something 


< 1 Click the Start button, 
and then point to Find. 


1 « 2 Click Files Or Folders. 
TIP 
You can also use the Find 


command to search for a 
computer on the network. 


¥ 3 Click the Named box, and then type the 
name of the file or folder you want to find. 


Nae Location | Dive Modted | Advanced | 
Nome | Status report =) 
heokin acai) _ Brome _ | 


1 Include gablolders 


> 4 specify where to search, click the arrow 
next to the Look In box, or click Browse. 


> §% To start the search, click Find Now. 
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Changing System Settings 
Using Control Panel, you can change the way Windows looks and 
works. 


To change Windows settings 


+ 1 Click the Start button, 
and then point to Settings. 


wile 


+> i, Setings 9[ camel one R < 2 Click Control Panel. 


TIP 

Some of the things you can use 
Control Panel for are changing 
your screen colors, installing or 
changing settings for hardware 
and software, and setting up or 


changing settings for anetwork. — » 3 Double-click an icon to see the settings you can change. 


The icons that appear in Control 
Panel vary depending on the 


hardware and software installed sS mm BW 
on your computer. Aan Agere Date/Time 


x To see more settings, click the tabs at 
/ the top of the dialog box that appears. 


Wa See Also 

For more information about Control 
Panel look up the individual 
features in the Help lndex. 
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Starting a Program by Using the Run 


Command 


TIPS 

If you aren’t sure where the 
program is or how to specify the 
path, click the Browse button. 


You can also open a folder on 
your computer by typing its 
name. If it is located on the 
network, type the path. 


If you know the name and path of the program you want to start, you can 


use the Run command to start it easily. 


To start a program or open a folder or document 


« 1 Click the Start button, and then click Run. 


v2 Type the name of the program, folder, or 
document you want to open. Or click Browse 
to look for the item. 


Type the name of a program, folder, ot document, and 
21 \Wedons wiper forgo 


Qpen: [wordpad J 
ae ed eet 


You can click the down arrow 
to see commands you typed 
previously. 


When you use the Run command, you can often specify just the name of 
the program instead of the full path. The following page explains how to 
use paths. 
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4» 

TIP 

Most filenames end with a 
3-letter “extension” that tells 
Windows what kind of file it is. 
For example, a filename ending 
in .exe is a program, and a 
filename ending in .txt is a 

text file. 


Mm See Also 

For more information about 
extensions, /00k up "extensions, 
iwename’ in the Help Index. 


For information about mapping 
ative letters, see “Using the 


Network’ in Chapier 3, ‘Introducing 


Networks.” 


What is a path? 

A path is a more direct way to describe where a file, such as a 
document or program, is located on your computer or the network. 
It lists the drive, such as the hard disk, floppy disk, CD-ROM 
drive, or shared network folder, that contains the document. It also 
lists all the folders that you need to open to find the document. 


To specify the full path for a document, type the drive letter, 
followed by a colon (:) and backslash (\). Then list the folders in 
the order you open them. If there are more than one, separate the 
names by backslashes. Then type the filename. 


Windows 95 supports long filenames, which can contain up to 
250 characters. If you use long filenames, enclose the path in 
quotation marks. 


Here are some examples of paths: 

* To specify the location of the Readme file, which is located on 
drive C in the Windows folder, you would type: 
c:\windows\readme.txt 

* To specify the location of a document named Party List.doc, 


located in the Holiday folder, which is in the Social Events 
folder on drive C, you would type: 
“e:\social events\holiday\party list.doc" 

* ‘To specify the location of a bitmap (drawing) named Canyon, 
which is located on the network in a shared folder named 
\\Pictures\Scenic, you could type: 

Or, if the folder is mapped to drive D, you could type: 
d:\canyon.bmp _ 
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Shutting Down Your Computer 


You need to shut down Windows before you turn off or restart your 
computer. That way you can be sure your work is saved to your hard 
disk. 


Caution To avoid damaging files, always shut down Windows before 
you turn off your computer. 


To quit Windows and shut down your computer 


<j] Click the Start button, and 
then click Shut Down. 


« 2 Click Yes. If you forget 
to save changes to 
documents, Windows 
prompts you to save 
changes. 


& Debtor: 


@ hut down the computer 
Bestar the computer? 

© Restart the computer in MS-DOS mode? 

© Close all programs and fog on as a different user? 


> 3 Ascreen message lets you know when 
you can safely turn off your computer. 


For information about the other options in this dialog box, click the Help 
button. 
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CHAPTER 2 


Beyond the Basics 


Now that you feel comfortable with the basics, use this 
chapter to explore the new ways Windows 95 makes it easy 
to manage files and folders and print your documents. 


Contents 

Seeing What's on Your Computer 20 
Organizing Files and Folders 24 
Working Within Documents 28 
Printing 32 

Installing Software 35 

Installing Hardware 36 

Using Windows Efficiently 37 
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Seeing What’s on Your Computer 


In Windows 95, the things you have on your computer — your programs, 
documents, and data files, for example — are all accessible from one 
place called My Computer. When you first start Windows, My Computer 
is located at the upper left of your Windows screen, or desktop. 


To see what's on your computer 
Sy « Double-click My Computer. 
My Computer 


vw Awindow appears, displaying several different pictures, called icons. 


3% Floppy (&:) 534 Floppy (B:) Hard disk (C:} Control Panel Printers 


eiiiieaeiaiiiie donee 4 
{? aby ee f B= Sr sear. ¥ ze i te 


To use an item in My Computer, double-click the icon. The following list 
describes what happens when you double-click the various icons. 


Double-click 
this icon To see this 
a The contents of a floppy disk in your computer’s 3.5-inch 
3% Floppy drive, if there is one. 
=. The contents of a floppy disk in your computer’s 5.25-inch 
5% Floppy drive, if there is one. 
The contents of your computer’s hard disk. 
Hard disk 
| The contents of a network drive, if your computer is 
connected to one. For more information, see Chapter 3, 
“Introducing Networks.” 
8 The contents of a compact disc in your computer’s 


CD-ROM drive, if there is one. 
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Double-click 
this icon To do this 
ad] Change the settings for your computer. For more 
Sere: information, see “Changing System Settings” in Chapter 1, 
“The Basics.” 
< g Set up printers and view information about your printers 
<i and the documents you print. For more information, see 


“Printing” later in this chapter. 


When you double-click a disk-drive icon in My Computer, a window 
such as the following appears. 


Command — Deliveries 2 . 


a) 


New Wave 


Sound © 


This icon Represents 


J A folder, which can contain files and other folders. To keep 
things organized, your work is stored in folders, just as you 
might store it in your office or at home. Your directories 
appear as folders. 


e } A shared folder. You share a folder so that other people on 
a network can use the folder’s contents. For more 
information, see Chapter 3, “Introducing Networks.” 


A file, the basic unit of storage in Windows. The 
documents you use and create are files, and so are the 
programs you use. Different types of files may have 
different-looking icons. This standard (generic) icon is used 
when a file type does not have a specific icon associated 
with it. 


A document that was created with WordPad, a text editor 
that is included with Windows. 


You double-click these icons to see the contents of the folder or the 
information in the file, or to start a program. 
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©: 

TIPS 

Another way to open Windows 
Explorer is to use the right 
mouse button to click the My 


Computer icon. Then click 
Explore. 


To show or hide folders on the 
left side of the window, click the 
plus or minus sign beside the 
folder. 


Another way of seeing what’s on your r computer is to use 
Windows Explorer. Opening Windows Explorer gives you a view 
of your computer's contents as a hierarchy, or “tree.” You can 
easily see the contents of each drive and folder on your computer, 
acer Pais he: oapaguianeniR 88 


To see the hierarchy of folders 


« 1 Click the Start button, point 
to Programs, and then click 
Windows Explorer. 


The right side of the window 
displays the contents of the 
item you click on the left. 


Your disk drives and folders sculls here. 


You can open a document or start a program by double-clicking its icon 
in the right side of the window. 


You can look at the contents of your computer in different ways by using 
the View menu, as shown on the following page. 


‘ ( . 
TIP 
You can also press BACKSPACE to 


see the previous folder, whether 
or not the toolbar is visible. 


Gm See Also 
For more information about 
looibars, see the “Vistiai Glossary” 


BOCENAX, 
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To change how icons are displayed 


¥ On the View menu, click the Small Icons, List, 
or Details command. 


This is the Large Icons view. 


As you use My Computer, you may want to open the folder that contains 
the folder you’ re looking at. 


To display the previous folder 
< | ifthe toolbar is not 


visible, click View, and 
then click Toolbar. 


< 2 On the toolbar, click the 
Up One Level button. 


Essay #1 Letter to Bill 


The toolbar contains buttons 
for common tasks. 
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Organizing Files and Folders 


TIPS 

A quick way to move and copy 
files and folders is to use your 
right mouse button. For more 
information, see “Using 
Windows Efficiently” later 

in this chapter. 


You can copy a portion of text 
and place it as a “scrap” ina 
folder or on the desktop. For 
more information, look up “part 
of a document” in the Help 
Index. 


mam See Also 

For information about finding Hes, 
see "Finging Something on Your 
Computer in Chapter 1. ‘The 
Basics.” 


Poe pete hams bad iun Disats 
For related topics, look up Tes’ in 


the Help fedex. 


This section details some basic procedures for organizing the information 
on your computer so it is easier to work with. The following procedures 
use My Computer. You can also use Windows Explorer to do these 
tasks. 


To move or copy a file or folder 


& « 1 Double-click My Computer. Find the file or folder 


My Sai you want to move or copy, and then click it. 


« 2 Click Edit. 
« To move the file, click 


- | oo ealual ee 


file, click Copy. 


Cut. 
Cut Cubx FF ra ; 
Cony Oil | =| To make a copy of the 


Log Essay #1 


SelectAl = Cte” ae 
Invert Selection ime 
Letter to Bill Letter to Poem #2 Poesy 
Region s| 


Containe commands for selecting and transfering items. 


«3 Open the folder where 
you want to place the file, 
click Edit, and then click 
Paste. 


Inserts the tems you have copied or cut into the selected location. 


ce; 
TIP 


A quick way to delete a file is to 
drag it to the Recycle Bin on the 
desktop. For more information 
about dragging files, see “Using 
Windows Efficiently” later in this 
chapter. 
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To delete a file or folder 


3 < 1 Double-click My Computer. Find the file or folder 


by Ceca you want to delete, and then click it. 


< 2 On the File menu, 
click Delete. 


DalyLogo «= ERE 


 @ 


=> 
Poem #2 Poem 


What happens to deleted files? 

The files you delete are put in the Recycle Bin, a holding place for 
files you no longer need. They are not actually removed from your 
hard disk until you “empty” the Recycle Bin. 


This means you can retrieve files you deleted in error, if you have 
not already removed them from the Recycle Bin. However, this 
also means that if you want to free up disk space, you must empty 
the Recycle Bin periodically. For more information, look up 
“Recycle Bin” in the Help Index. 


If you delete a file at the command prompt or from a floppy disk, 
it does not go into the Recycle Bin. 
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To create a new folder 


8 « 1 Double-click My Computer, and then double-click the disk 
drive or folder in which you want to place the new folder. 


« 2 On the File menu, 
point to New, and 
then click Folder. 


Cemeatedor 
Dette 


«3 Type the name of the 
new folder, and then 
press ENTER. 


TIP 

Another way to copy files is to 
use your right mouse button. 
For more information, see 
“Using Windows Efficiently” 
later in this chapter. 
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When you want to copy files or folders from your hard disk to a floppy 
disk, the easiest way is to use My Computer. 


To copy a file to a floppy disk 


8 < 1 Double-click My Computer. Find the file or 
My Computer folder you want to copy, and then click it. 


< 2 onthe File menu, 
point to Send To, and 
then click the drive 
where you want to 
copy the file or folder. 
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Working Within Documents 


This section provides some basics of working within documents in 
Windows. For information specific to the program you’ re running, use 
Help within the program. 


Copying, Moving, and Deleting Information 


As you work, you often need to copy and move information — from one 
document to another, or from one place to another within a document. 
At times you also need to delete information. 


Tle 

After you select information, try 
using your right mouse button 
to click it. A menu appears, 
containing commands you 

can use to format or edit the 
selection. 


Mm See Also 

For more information about using 
the mouse and selecting, see the 
“Visual Glossary” appendix. 


To copy or move information 


Vv 1 Select the information. 


& the Preamble - WordPad 


« 2 Click Edit. 
- To leave the information where it is and 
insert a copy of it somewhere else, click 
Copy. 
+ To delete the information and insert it 
somewhere else, click Cut. 


& the Preamble - WordPad 


Edt 


Continued on next page 7 
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v3in the document where you want to insert the information, 
click the place where you want it to appear. 


vue 


1 Ds 
TIP 


You can also move or copy 
information between different 
programs, such as between 
Paint and a WordPad document. 
For more information, look up 
“pasting, information from 
another document” in the Help 
Index. 


pos Ag enpiiady imvehaenyioarereene oll The new information appears 
in the document. 


@m@ See Also 

For information about opening 
documenis, see “Opening a 
Document in Chapier 7, 

“The Basics.” 


For information about finding 2 
tie, see ‘Finding Something on 
Your Computer” in Chapter 7, 
The Basics.” 
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Saving Your Work 


To save the changes you made to an existing document or the work 
you've done in a new document, you need to save the document. 


To save changes to an existing document 


¥ On the File menu, click Save. 


4 1 On the File menu, 
click Save As. 


TIP 

You can also use this procedure 
to copy a file and give it a new 
name and/or location. 


8; ooo Fl « 2 Type aname in the 


File Name box. 


Continued on next page 7 


e; 
TIP 


To save a file in the folder one 
level above, click the Up One 
Level button to the right of the 
Save In box. 
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Poem #3 


wen [owen 2 Ooi 
is nd Window: 
y= 3 Word 

Folderal Poetry (J Works for MS-D0S 

MS Excel (9 Public (2 Works for Windows 

MS Publkeher J Sean's Stat Ld Writings 

My Reports LI Tm is) Afe meres 

New Fokder LD Viewer (2) Wayne's opmions 
Fienswe — [Poem #3 
‘Save 3° yor [Word for Windows 6.0 =] _ fore _| 


< 3 To change the file type, 
click the arrow next to Save 
As Type, and then click the 
type you want. 


4 4 To save to a different drive 
and/or folder, open the 
Save In list, click the drive 
you want, and then 
double-click the folder. 


< § Click Save. 
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Printing 
Windows 95 offers significant improvements to printing — in particular, 
to the way you set up a printer to print from Windows. This section 
covers the basics of printer setup and printing. Additional printing 
topics are covered in Help. 


Setting Up a Printer 


Setting up your printer is easy and fast, thanks to the Add Printer wizard, 
a step-by-step printer setup program. 


Note Before you begin, make sure your printer is correctly connected to 
your computer and that you know the make and model of the printer. If 
you're planning to use a shared printer over the network, you may also 
need to know the path to it (for example, \\Accounting\Printer! might 
be the path to a network printer). Or you can browse for the printer in 
Network Neighborhood and then double-click its icon to set it up. 


To set up a printer for use with Windows 


< 1 Click the Start button, point to 
Settings, and then click Printers. 


©: 


TIP 

If any printers are already set up, 
their icons appear in the Printers 
folder. These printers are ready 
for you to use. 


< 2 Double-click Add Printer. 


28 See Also Continued on next page 7 
For information abou! Network 
Newhbarhood, see Chagier 3. 

Yntroducing Networks.” 


For more informaion about pa Baths, 
see “Starting a Program by Using 
the Run Command,” in Chapter 7, 

“The Basics.” 


+e: 
TIP 


You can use these same steps to 
set up a shared network printer. 
Just click Network Printer when 
the wizard prompts you. 


Mi See Also 

For more information about 
panting. 100k up jprinting’ in he 
Help index 
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< 3 Follow the instructions 
on your screen. 


‘This vazard will help you to: quickly and easiy install your 


TTa begin italia you paren, chck Nees 


v4 When you finish, the icon for your printer appears in the Printers folder. 
Your printer is ready for you to use. If you set up both local and shared 
network printers, notice that the icons are different. 


File Edit View Help 


Network printer 


Add Printer Local printer Network 


© Local printer 


You can double-click the printer icon in the Printers folder to see the 
documents that are printing or waiting to print, and to manage printing. 
For example, you can pause or cancel the printing of one or more 
documents. 


Letter to Joe Monday. Novern 
Note to Scott Monday. Novem 
Memo to Brenda Monday. Novem 


Ba 
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Printing a Document 
After you have set up a printer, you can easily print your documents. 


To print a document 


v If the document is open, click File, and then click Print. 


An easy way to print is to drag the icon for your document onto a printer 
shortcut icon on the desktop. For information about creating shortcuts, 
see “Putting a Shortcut on the Desktop” later in this chapter. 


Troubleshooting Printing Problems 


If you have trouble printing in Windows, you can use the printing 
troubleshooter included in Help. The troubleshooter helps with problems 
such as your documents printing incorrectly or not at all. For more 
information, look up “print troubleshooting” in the Help Index. 
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Installing Software 


Windows provides a quick way to set up new programs on your 
computer. 


To install programs 


4 1 Click the Start button, point 
to Settings, and then click 
Control Panel. 


whe 


i 


‘te can add or remove 
components of Windows by 
clicking the Windows Setup tab 
in the Add/Remove Programs 
window. 


“ 2 Double-click Add/Remove 
Programs. 


< 3 Follow the instructions 
on your screen. 


ey thee so oie span ne 


MM See Also 

For Help of an HOM 47 4 Waiog Box, 
click the Quester were Liulior itt 
the Upper-rit at comer of the 


rae a Sc 


window, and hen chek he tem. 


For information aboui installing & 
DOTA Over 2 RELWOIK. [OOK tip 
programs, ipstating’ in the Help 
index. 
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Installing Hardware 


Windows can help you set up new hardware, such as a sound card, on 
your system. 


Note If you haven't already inserted your hardware card in your 
computer, you should do so before starting this procedure. You should 
turn off and unplug your computer before taking the cover off. For more 
information, see your hardware documentation. 


To install hardware 


« 1 Click the Start button, point 
to Settings, and then click 
Control Panel. 


« 2 Double-click Add 
New Hardware. 


., 
eu «Add/Remove = Date/Time Display Forts 
He arisen, Progearns 
iy cake ¢ by 48, 
Jowetick Keyboard Modems Mouse Muliimects 


< 3 Follow the instructions on 
This wizard wil heip you qackly instal 6 new plese of 


hardware your screen. 
To begn instaling your new harchuae, chek Newt 
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Using Windows Efficiently 


Windows provides some special features to speed up the way you work. 
In addition to the button on the left side of the mouse, now you can use 
the right mouse button to access and move information faster or to create 
shortcuts to documents, programs, and other items. 


Copying and Moving Files Quickly 
There are two ways of using the right mouse button to copy or move files 
quickly: by using menu commands and by dragging. 


To move or copy by using the right mouse button 
y 1 Use the right mouse button to click Af 


the file you want to move or copy. 


2 To move the file, click Cut. To 


copy the file, click Copy. 


TIPS 

You can quickly copy a file toa 
floppy disk by clicking Send To 
after you use your right mouse 
button to click the file icon. 


When you use the right mouse 
button to click various items in 
Windows, shortcut menus 
appear that contain many useful 
commands. 


«3 Open the folder where you 
want to place the file. Then 
use the right mouse button 
to click an empty part of 


the window. 2¢ 


« 4 Click Paste. 


MH See Also 
For information about using the 
mouse, se the ‘Visuai Glossary” 


aIPenN. 
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Sometimes the quickest way to move and copy information is to drag it 
from one place to another by using your mouse. You can move or copy 
files and folders to another folder or disk drive. 


To move or copy by dragging 


< 1 In Windows Explorer, open 
the folder that contains the 
file you want to move or copy. 


Fie Edt Yew Tool Help 
‘All Folder: j 


TIP 


You can also move or copy a file 
by dragging it using the left 
mouse button. Dragging a file 
between two folders on the 
same drive moves the file. 
Dragging a file between different 
drives copies it instead. 


«2 Use the right mouse button to 
drag the file to the folder 
where you want to move or 
copy it. Then release the 


mouse button. 2f 


Click Move Here or 
Copy Here. 


> ay Hard dick (C) 
iJ Boss 
2) Flash 
EY Fokdesot 
& 2) MS Excel 
+ 2) MS Pubbsher 
J} My Reports 
_] New Folder #1 


A 
Cad 


= Gy Had dek (0) 
£4 Boss 
J Flesh 
—) Foldero! 
# LY MS Excel 
Ld MS Publisher 
Ld My Repoxts 
2) New Folder #17 


Putting a Shortcut on the Desktop 


TIPS 

You can put a shortcut in any 
folder, in addition to on the 
desktop. 


When you delete a shortcut, the 
original file is not deleted. If you 
delete the file, the shortcut is not 
deleted automatically. 


MH See Aiso 

For informaiton about finding ies. 
see “Finaing Something on Your 
Computer” in Chapter 7. ‘The 
Basics.” 


Shortcuts provide easy access to the documents and programs you use 
most often. For example, suppose you keep track of your activities in a 
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document called Daily Log. You can place a shortcut to Daily Log on the 


Windows desktop. 


You can then open the document without having to find it first, by 
double-clicking the shortcut icon. A shortcut does not change a file’s 
location; it just lets you open the file quickly. You can create a shortcut 


to any object, including folders, disk drives, other computers, or printers. 


To put a shortcut on the desktop 


vy iin My Computer or Windows Explorer, 
locate the item you want easy access to. 


Essay #1 


se 
=" 
= 
Lettes to Bl 


Essay a1 


|. The shortcut appears on your desktop. 


Letter to Bal 


« 2 Usethe right mouse 
button to drag the item to 
the desktop. Then release 


the mouse button. } 


«3 Click Create 
Shortcut(s) Here. 
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Keeping Programs Handy 


You can get to work more quickly if the programs you use most often are 
readily available. 


For example, you might want to have a program start automatically when 
you start Windows. To do this, you create a shortcut to the program in 
your StartUp folder. 


To set up a program to start when Windows starts 


> 1 inWindows Explorer, locate the program you want, 
and then use the right mouse button to click it. 


= ey Hard dick (C) 

} Bratt: 
1) Flash 
2) Folderot 

#2) MS Excel 

+) J MS Publisher 
J My Documerts 
J) My Repaits 


i Send To. 
i) Shofiout to Ese 
; Cu 


& 


2 Click Create Shortcut. 
A shortcut icon appears. 


« 3 Click the plus signs next 
to the Windows folder, 
the Start Menu folder, 
and then the Programs 
folder. 


LY Stat Menu 
= LE} Progranre 
ies * SE) Accessone 
=) StatUp 
(1 System 


Continued on next page x 
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4 3 ee aa) < 4 Drag the shortcut icon 
= Pon lo Fi to the StartUp folder, 
and then release the 
mouse button. 


“3 The program appears 
Us in the StartUp folder 
and will start each time 
TIP you start Windows. 
You can set up the program to 


start minimized instead of in a 
window. For information, look 
up “minimized windows” in the 
Help Index. 


More ways to keep programs handy 

* You can drag a program icon onto the Start button from My 
Computer or Windows Explorer. The icon will then appear at 
the top of the Start menu. 

¢ You can add programs to any of the folders on the Programs 
menu, or create a new folder. For more information, look up 
“Programs menu” in the Help Index. 

« If you want a program or document to be instantly available, 
you can place a shortcut to it on the Windows desktop. For 
more information, see “Putting a Shortcut on the Desktop” 
earlier in this chapter. 


CHAPTER 3 


Introducing 
Networks 


When you're ready to go beyond the computer on your desk, 
use this chapter to learn the basics of working on a network. 
You will learn how to set up your computer to use a network, 
and how you and your co-workers can share documents, 
programs, and printers to work more efficiently. 


Contents 

Using the Network 44 
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Sharing Your Folders or Printers 50 

Using Resources Located on Other Computers 55 
Connecting to the Internet 58 
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Using the Network 


A network is a group of computers connected to each other or to a 
central server so they can share resources such as documents and 
printers. 


Your connection to a network can change the way you work: 


* You can use programs and documents from another computer without 
passing floppy disks back and forth. 


You can print documents on a printer attached to another computer, 
or use another computer’s fax modem, just as if they were connected 
to your computer. 


You can gain access to the Internet. 


You may also be able to send and receive messages by using 
electronic mail, or connect to your work computer from home. 


Wee See Also 
For imtormation about ustig the 


iIntemet, see ‘Conmeciing to the 


tesiaye “at fay aorta . Ps 
internet at the end of tus chapie 
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Introducing the Network Neighborhood 


If your computer is set up to use a network, the Network Neighborhood 
icon appears on the desktop. 


‘el 
= 
Network 
Neighborhood 


When you double-click Network Neighborhood, you might see the 
computers in your workgroup or any NetWare servers you are connected 
to. Generally, your workgroup has been set up by an administrator so 
that the computers in it contain most of the resources you want to use. 


You can see other computers on the network — those not in your 
workgroup — by double-clicking the Entire Network icon, which 
appears in Network Neighborhood. 


Entire Network 


If your computer is not set up to use a network, read the following 
section. 
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Setting Up Your Computer to Use a Network 


TIPS 

You can also double-click 
Network in Control Panel to 
add or delete network 
components and change 
settings for components that 
were previously installed. 


You can connect to your office 
computer and the network it is 
on from your home or on the 
road. For more information, see 
“Using Dial-Up Networking” later 
in this chapter. 


There are two major steps in setting up a network: setting up your 
hardware and setting up your software. 


Note Your computer may already be set up to use a network. If 
Windows prompts you for a network password at startup, and if the 
Network Neighborhood icon appears on the Windows desktop, your 
network is already set up and you can skip this section. 


Before setting up the software, be sure your network hardware is 
correctly installed. This includes the network adapter (network card 
or other device) and cables. 


To set up network software 


4 I Click the Start button, 
point to Settings, and then 
click Control Panel. 


4 2 Double-click Network. 


Continued on next page 7 
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« 3 Click Add. 


« 4 Click Adapter, and 
then click Add. 


» 5 Follow the instructions on your screen, If you don't know what kind 
of adapter you have, check the documentation that came with it. 


When you set up a network adapter, Windows automatically sets up 
the other network components you need to use the network. 


See the following page for descriptions of the network components. 


Wi See Also 

For Hep on an item in a dialog 00x, 
Olch the question-nark button i 
the upper-raht comer, and then 
click the ten. 
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Identifying your computer on the network 

After setting up network software, you need to give Windows some 
information to identify your computer on the network. For example, your 
network administrator may have assigned your computer to a workgroup 
of computers. These are likely to contain most of the resources you will 
want to use. 


You identify your computer by using the procedure on the next page. 


Ma See Also 

For more information about 
sharing. see “Sharing Your Folders 
or Printers’ later in thus chapter. 


GM See Aiso 

For Help on an Hem in a dialog box, 
Ohiok the queSH#ON-Mmark Buiton it? 
the uoper-right comer, and then 
chek the dem. 
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To identify your computer on the network 


v I Inthe Network dialog box, click the 
Identification tab. 


v2 Type a name for your computer, your workgroup name, and 
a brief description of your system that other people will see 
when they look at your computer on the network. 


Conkaston Idertiicaton | Access Cort] 


‘Windows uses infcemation te idertifp pour 
See ee ace 
escnption of the compute: 

Compute: nome: [My Computer 

Workgroup: [for ts 


[eustomes Support group 
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Sharing Your Folders or Printers 


If you installed file and printer services for Microsoft Networks or 
NetWare Networks, you can share your documents and any printers 
attached to your computer with other people on the network. To share 
documents, you share the folder they are in. 


MMH See Also 

For information about instaling tle 
and print sharing, look up “enabling 
fe and printer sharing’ in the Hejp 
Index. 
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Note The dialog box you use to share a folder or printer appears 
differently depending on what kind of access control you use. The 
following illustration shows sharing with user-level access control. 


The following shows the same dialog box with share-level access 
control. 


Not Shared 
-© Shared Ae: — : 
- Shasetlame: [DRAFTS 

 Gemment! Friel das, pias revsons 


lo ea Se ee 


bea SS SA, HELL a laa 
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The following procedures show share-level access control. 


To share a folder 


«| Locate the folder you want 
to share, and then click it. 


5 Essay #1 
TIPS =) 


, Study group iLizaftg! 
You can also share an entire membership 


disk drive by using this [1 objectis} selected 
procedure. Instead of clicking 
a folder, click a drive icon. 


« 2 onthe File menu, click 
Sharing. (If sharing is 
not on the menu, you 
need to install file and 
printer sharing.) 


You may be able to use your 
shared resources from a 
computer at home or on the 
road. For information, see 
“Using Dial-Up Networking” 
later in this chapter. 5 ship 


Letter to 


«3 Click the options you want. 


© Not Shared 
© Shared Ae a a 


| Shave Name: Jorarts 
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To share your printer 


« | Click the Start button, point to 
Settings, and then click Printers. 


« 2 Inthe Printers window, click the 
printer you want to share. 


Aa & 


Add Printer rent 


« 3 onthe File menu, click Sharing. 


Pause Printing 
Purge Print Jobs 
Set As Default 


Continued on next page 7 
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« 4 Click the options you want. 


Note The tabs that appear in the printer properties dialog box will vary 
depending on the type of printer you have. 
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Using Resources Located on Other 


Computers 


si 4 ‘ 

oe 

TIPS 

If the computer is not in your 
workgroup, double-click Entire 
Network. 


You can also create a shortcut 
to a network resource. For 
information about shortcuts, 
see “Putting a Shortcut on the 
Desktop” in Chapter 2, “Beyond 
the Basics.” 


You can use the Find and Run 
commands on the Start menu 

to find network resources. For 
more information, see Chapter 1, 
“The Basics.” 


Working with a file or folder located on another computer is much like 
working with those on your own computer. To use resources someone 
has shared on the network, you open the folder that contains them. 


To use a shared folder 


Fa < 1 Double-click Network Neighborhood. 


Network 
Neighborhood 


yv 2 Double-click the icon for the computer 
that contains the folder you want. 


2 eS « 3 Double-click the folder that contains 


the document or program you want. 


To use a printer that has been shared on the network, you need to set up 
the printer on your computer. For information, see “Setting Up a Printer” 
in Chapter 2, “Beyond the Basics.” 


_ Mapping a drive letter to a network resource 
If you need to connect often to the same shared folder, you may 
want to assign a drive letter to it — such as drive K or S. Then - 
you can just switch to that drive in My Computer or Windows 
Explorer when you want to use the resource. 


To learn how to map a drive letter to a network resource, look up 
“mapping, drive letters” in the Help Index. 
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Using Dial-Up Networking 
Whether you’re at home or on the road, you can use Dial-Up 
Networking to connect to your office computer and the network it is 
on. By using a modem and dialing in to the computer, you can use any 
shared resource, such as a folder or printer, on the computer or network. 


To connect two computers in this way, they must both have modems 
installed. You must also set up Dial-Up Networking on both computers, 
and the computer you want to dial into must be set up as a server. 


If there is no icon for Dial-Up Networking in the My Computer window, 
you can use the following procedure to install it. 


To set up Dial-Up Networking 


4 ] Click the Start button, point 
to Settings, and then click 
Control Panel. 


vile 


Eg Ds 
TIP 


You can also connect computers 
by using a serial or parallel 
cable. For more information, 
look up “Direct Cable 
Connection” in the Help Index. 


ante — of 
ar NN |) « 2 Double-click Add/Remove 
Programs. 
AddNew  BeSnorerery  Dote/Time Dinplay Fonts 
Hardware eas 
a % < 
HS mw B32 Dd & 
Joyeticl: Keyboard Modems Mouse Mulbmedia 


Continued on next page 7 


@@@ See Also 

For more information. (ook up “Diat- 
Ue Networning’ in the Help index. 
For information about sharing 


folders, see “Sharing Your Folders 


or Frinters” earher in this chapier 


TIPS 

After setting up Dial-Up 
Networking on the computer 
you will dial into, be sure to 
share the folders you will be 
usihg. 


You can also use Add/Remove 
Programs to install other 
Windows accessories that may 
not have been installed when 
you first set up Windows. 
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< 3 Click the Windows Setup 
tab, click Communications, 
and then click Details. 


Instal/Uninatat nna har | 


Stepp pean pled bom ag ih sgsandnes 
eases ‘port ro ge ingalled: To see 
what's included ina component, chick Cetede 


Desorption: 
Siti atceeonien nabebigetgernesl ecg kosher 
and onli services | 


« 4 Click the Dial-Up Networking 
check box, and then click OK. 
Click OK again, and follow the 
instructions on your screen. 


v Siccataas O5MB 
Y By Prone Dialer O1MB 
fequied: 0.2MB 
Soameaalitinonsh ome 
* My Conqustor ; (elolx < . 
co oe emesmean 5 Double-click 


My Computer, 
and then double-click 
Dial-Up Networking. 


3 Floppy 141 Sta Floppy (B| Hard dish (C:] Cortrot Panel Punters 


< © Follow the instructions 
on your screen. 
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Connecting to the Internet 


The Internet is a rich online source of information, from bulletin boards 
and discussion groups to electronic mail and up-to-date news 
information. Windows provides two ways to connect to the Internet: 


Mm See Also 

For more information about 
connecting to the internet. look up 
“Intemet, connecting to” in the Help 
Index. 


For more information about Dial-Up 


Networking, see the previous 
section, “Using Dial-Up 
Networking.” 


For more information about The 
Microsoft Network, look up 
‘Microsoft Network’ in the Help 
Index. 


Using The Microsoft Network, a new online service, you can gain 
access to Internet news groups, download software, and send and 
receive e-mail over the Internet. To sign up for The Microsoft 
Network, double-click the icon for The Microsoft Network on 
your desktop. 


Using Dial-Up Networking, you can connect to the Internet through 
an Internet access provider or a direct server connection. Then, you 
can use ftp and Telnet (browsing utilities that come with Windows) 
to connect to various Internet sites. Or you can use other Windows- 
based programs to browse the World Wide Web (WWW). These 
programs are available from various ftp sites or from software 
vendors. 


connected wa network: 


i 3 may beable do when ou 


es Use electronic mal - For more information, ook up 


“Microsoft Exchange” in the Help Index. 
. Cost § toltind i 3 oneee feocaiteel— Bocaaine 
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CHAPTER 4 


The Possibilities 


Look here to discover some of the exciting things to do in 
Microsoft Windows 95. To learn more about a Windows 
feature, look up the topic in Help and you'll be ready to try 
something new. 


If you find that a component described here is not available 
on your computer, see the last section in this chapter. 


Contents 

Having Fun 60 

Maintaining Your System 62 

Optimizing Your Computer 63 
Communicating with the World 64 

Making Your Work Mobile 66 

Using Other Programs 67 

If a Windows Component Isn't Available 68 


60 Introducing Microsoft Windows 95 


Having Fun 


When you're not working, you can play games or customize the way 
Windows looks. Here are only some of the fun things you can do. 


Explore sound and animation 


Windows provides many multimedia features. You can use CD Player to 
play audio compact discs, Sound Recorder to play or record sounds, or 
Media Player to view animations. 


Fie Et Device Scale Help 
0.00 1.00 200 300 490 500 600 700 800 300 | 10.35 


>i=| a | 144] 44 | >> | >t] 1. 4,] | [08-6011 s 


Play games 


If you’re looking for a fun challenge, try the games that come with 


c- 
fab 
fe 


IL Windows — for example, Solitaire, one of the most popular card games 
Ly of all time. 


@@ See Also 
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Set up a screen saver 

Screen savers can save wear and tear on your screen and protect your 
work when you're away from your computer. Several screen savers 
come with Windows. 


WA 


« Flying Windows screen saver 


Change the appearance of Windows 
LS> You can personalize Windows with pictures, patterns, and colors by 
ty using Control Panel. You can display pictures or patterns as “wallpaper” 
for Windows, or use your own scanned photos. You can also change 
your Windows colors to an existing scheme, or create your own. 


wMstart| = TP sigha 


« Zigzag wallpaper 
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Maintaining Your System 


Windows provides tools that you should use regularly to maintain your 
hard disk. Look for these tools in the System Tools folder, which is 
located in the Accessories folder. 


Back up the information on your disk 


Backing up your files safeguards them against loss if your hard disk fails 
or you accidentally overwrite or delete data. 


4 (Lg Excel 
A} mailtte B 69/9422 
7) My Hes AL 2/24/9410 
4} Old System fles Pe By/1t/96 11 
sia cree | Dither stutt 8/15/94 10 


8/23/94 1 
WV14/94 de 


Wud Hardware nto 9/73/3411 


7} Humor and pokes 


9/13/34 12 
VL) Power Management = 
WL) Revew ag Plath exe 181616 2/2/93 4 


LJ Steveod ¥ i Fleh hip 6575 222833! 
i Stat tor Donaidd Sa) mrad mnt 141697 9/27/94 6 
Ll} temp 

YVCj we 


1 Pewscad fe 


Check and repair your disk by using ScanDisk 


ScanDisk can check the files and folders on your hard disk for data 
errors, and it can also check the physical surface of the disk. 


> Sounbish » Had disk (E) 
go 
Select the diyets} you want to check for errors: 


Sd Di Floppy 4) 
9 5% Floppy iB:| 
je RE 


lS 


le . 
oleh Ves ard folders fre ation! 
# Then i 
; ican bien = he een Opticers, 
mm See nn ie Se a aa =. aes | 
for more information about a ier ie i 
Backup, ek up ‘backing ub SuRNSNORWOURAS Sale 3 


fies" in the Help Index. 


cote. | Er see | 


For more information about 
repainting OISks, (00K up “Scandisk, 
using” in the Help index 


Optimizing Your Computer 


Windows includes several features to improve your computer's 


Increase disk space by compressing data 


You can free up space on hard and floppy disks by using DriveSpace 
to compress the data that is on them. If your drive is uncompressed, 
compressing it will generally give you 50 to 100 percent more free 
space. 


performance. Look for these tools in the System Tools folder, which 
is located in the Accessories folder. 


Orie Cie rg than 255 08. DiiveSpacie wl compres: 284,94 MB iol 
pc thone sein Serhoar nah ERNE dor nie 
OrveSpace wit cemate host 


penta staouadye 


Drive wend Dine (alter compression! — 


@ Free Space 12414MB MB Free Space 31816 MB> 
OS Unisex ime | ‘Used Space: 195.82 MB" 
Copacty «= 32496MB Capac, «= 512.00 


“estimated 


Defragment your disk 


» 


Me See Also 


For nore uvormation about 


DriveSpace. loOk tip “Compressing 


disks ie the Help ladex. 


For more information about 


Disk Defragmenter, ook up 
defragmeniing your hard disk” 


in the Hel 


fo Jaden. 


Over time, files can become divided into fragments that are stored in 
different locations on your hard disk. These files are complete when you 
open them, but it takes longer for your computer to read from and write 
to them. To defragment your files and speed up performance, use Disk 
Defragmenter. 
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Communicating with the World 


Windows provides several ways for you to communicate with 
co-workers and friends and with the rest of the world. 


Share information by using electronic mail 

Microsoft Exchange features a universal Inbox where you can send 
and receive electronic mail, and organize, access, and share all types of 
information, including faxes and items from online services. 


Ee Edt View Compose 


8/9/95 1.17 PM 

Deva Barton oes B/W 9.32 AM 

Eliot Loren ce y 8/9/95 844. AM 

Alan Mack = 8/4/95 229 PM 
Doea Barton 2 8/3/95 10-42. AM 

@ Dave Bye a 5 8/1/95 352PM 
Deve Byer $ 2 8/1/95 11.48AM 

Elbet Loeery Check tt Out 5 8/1/95 9350 AM 


Send and receive faxes 


MEA You can use Microsoft Fax to send and receive fax messages. All you 

oD need is a fax modem you can access on a network or one attached to your 
own computer. Incoming faxes appear as messages in your Microsoft 
Exchange Inbox. Microsoft Fax comes with a Cover Page Editor 
(including several sample cover pages) and a Fax Viewer for viewing 
faxes that cannot be edited. 


Ean” Bot Miner fom Laat Be 
Dist) | oiole| 
a . 
er,’ 
{Recipient Name} 
e. y A e Fax Number. 
Ea See Also {Recipient Fax Number} 
Lar more into, ; bout “5 {Recpient’s Company} 
yy more Information about usito 
FOr NOHFC HOT nT OUT LISHEE ; {Recipient’s Address} 
| lo0k up ‘Microsoft Exchange’ e 


in the Help index. 


For more information about 
eat Kay £ Loopy “hey” sf) 
Microsoht Fan. (OOK tip fax” jn 


the ek ; i ¢ o/ 0. x 


Chapter 4 The Possibilities 65 


Connect to other computers 


You can use HyperTerminal and a modem to connect to a remote 
computer that is not running Windows. This enables you to easily 
connect to bulletin boards, host systems, or text-based online services. 
HyperTerminal even configures your modem for you and enables you 
to dial automatically. 


wae — Location a boone es | 
be 2: pieatieine 


oa SO 


ted Awl detoct (Auda detect | EL [Ls |i 


Explore the online world 


WE See Aliso 

For more information about 
HyperTerminal iG0k up 
HyoerTerminal in ite Help index. 


For more information about The 
Microsoft Network, i00k up 

Microsoft Network" in the Help 
Hex. 


Windows 95 also features access to a new online service: The Microsoft 
Network. Using it, you can exchange messages with people around the 
world; read the latest news, sports, weather, and financial information; 
find answers to your technical questions; download from a collection of 
thousands of useful programs; connect to the Internet; and more! 


MEMBER QyASSISTANCE | 
CATEGORIES @ @ | 
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Making Your Work Mobile 


Windows provides some special programs that make taking your work 
with you easy and convenient. 


Update files on two computers 


th. 


sane 


tf 


Sometimes you might work on the same document both at home and at 
work, or use a laptop computer when you travel. Now it’s easy to keep 
multiple versions of a file in syne with each other. Just use Briefcase. 
You can use Briefcase whether your computers are connected by a cable 
or you use floppy disks to transfer information. 


+=) The following files need to be updated. To change the update action, 
34 ieesttwe Uche cuits Nikuh cick Gen faa ioueees \o van 


=p hee 


nmoditied 
9/25/96 3:08 PM 


In Bnetcase 


Modified 
9/27/96 3:36 AM 


in Bnetcase = In CA\My files 
a Modified Unmodified 
> 
Jobotter lotta: S/2PSESHCM Replace 9/24/96 3:11 PM 


Connect two computers by using your modem 


Ma See Also 
For information aboiit using 
Brietoase, (ook up “Briefcase” ip 


the HOD Index. 


ory SHON BLOC: if ¢ Ly OM, MCT) NO 
S$ WHA CAFES, 100, 
‘Direct Cable Comnection’ in the 


Heio index. 


iD 


With Dial-Up Networking, you can use shared information on another 
computer even if you’re not on a network. For example, you can connect 
your home and office computers, and gain access to your office network. 
For more information, see “Using Dial-Up Networking” in Chapter 3, 
“Introducing Networks.” 


Dialing from i Location =] Ri Propertes...| 
| 
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Using Other Programs 


This section describes two programs that can help you get your work 
done. To see more, point to Programs on the Start menu, and then point 
to Accessories. For more information, use the Help menu in each 
program. 


Create pictures by using Paint 


You can create, edit, or view pictures by using Paint. You can paste 
pictures into other documents you've created, use them for your desktop 
background, view photos that you have scanned, and more! 


far 


For Help, click Help Topics on the Help Meru 


Write by using WordPad 


Windows includes a new text editor that you can use to work on short 
documents. Among its features are a toolbar for quick access to common 
tasks, a format bar with buttons for quickly formatting text, and a full 
range of fonts for you to select from. 


To: Ann M, JeanC, Fred B, Chns W, Patnck F, JanS 


QRS Planning Meeting 
425196 
= See Aiso 3:00p 


ofmation about Pair, 


The meeting was much shorter than anticipated, sunce three of our sux members 
chek the Helo meny in Paint were out ill with the flu. We will reschedule for a time when most of us can be 
: there 
 WHOMMALON ADO: 
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in WorePad 
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if 
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If a Windows Component Isn’t Available 


Wm See Also 

For more information about the 
Microsoit Download Service, $02 
the “Accessibility tor People with 


DiSGDHMOS” APDOIN 


You may find that a Windows component described in this chapter isn’t 
available on your computer. In most cases, you can install the component 
from your Windows Setup disks. For information on how to do this, look 
up “installing, Windows components” in the Help Index. 


If you don’t see the component listed in the Add/Remove Programs 
dialog box, it may be one that is included only with the CD version 
of Windows. In this case, you can download the component from a 
download service, such as CompuServee, The Microsoft Network, 
the Microsoft Download Service, or the Internet. 


Alternatively, you can order a set of fulfillment disks that has the 
component. If you acquired Windows 95 as a retail product, you can 
order fulfillment disks by sending in the coupon at the back of this book. 
If Windows came with your new PC, or if the title page of this book 
reads “For distribution only with a new PC,” contact your PC 
manufacturer for more information and support. 
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Visual Glossary 


This section explains some terms and basic actions you will encounter in 
Microsoft Windows 95 and in the Windows documentation. 


Using a mouse 

A mouse or other pointing device works on the principle that first you 
place your mouse pointer on (point to) something on your screen, and 
then you click with a mouse button to perform an action on that item. 


Note Windows documentation assumes you have a mouse and are right- 
handed; if you are left-handed, you can switch left and right mouse 
buttons. For information, look up “switching, mouse buttons” in the Help 
Index. Also, if you use a pen device, a mouse “click” corresponds to a 
pen “tap.” 


As you move your mouse on a flat surface, the pointer moves on your 
screen. If you run out of room, pick up the mouse and place it in another 
spot. 


To point, move the mouse until the tip of the pointer is over the item or 
area you want to point to. Then you can do the following: 


* Click 


Action Description 


Click: Press and release the left mouse button once. 


Double-click: Quickly press and release the left mouse 
button twice. 


Click with the right mouse button: Press and release the 
right mouse button once. A shortcut menu appears. 


Or Oe OF 
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* Drag 
To move an item to another location, first point to it. Press and hold 
down the left or right mouse button, and point to where you want the 
object; then release the mouse button. You also drag to select text or 
other information in a window. For more information, look up “drag 
and drop” in the Help Index. 


© J MS Publiher 
) My Reports 


J New Folder #1 


Using the taskbar 

The taskbar, located at the bottom of your screen when you first start 
Windows, contains the Start button. To move the taskbar to a different 
edge of your screen, point to an empty part of the taskbar, and then drag 
it to the location you want. 


Asta] BB My Comourer | es sas 


Using a dialog box 

Windows displays a dialog box when you must supply information or 
specify options or properties. For example, when you click the Open 

command to open a document, a dialog box enables you to choose the 
one you want. The following is an example of another dialog box. 
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You can use the following types of options in dialog boxes and when you 
work with the properties for an object: 


Click this To do this 
>| Expand the list of choices. Then click the item you want. 


ce Select one option at a time. The circle is filled in when the 
option is selected. 


[Iv Select more than one option at a time. A check mark appears 
when the option is selected. 


Sizing windows 

You can change a window’s size or shape in order to see more than one 
window at a time or to adjust how much of a window’s contents you can 
see. 


There are two methods of sizing windows: 


+ Use the buttons in the upper-right corner of the window. 


Click this To do this 

, | Reduce (minimize) the window to a button on the taskbar. 
i=) Enlarge (maximize) the window to fill the desktop. 

B| Return the window to its previous size. This button 


appears when you maximize the window. 


* Move the pointer to the window border. When the pointer changes 
shape, drag the border to enlarge, reduce, or change the shape of the 
window. 
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Moving windows 

Moving a window to a different place on the screen can make it easier 
to see more than one window at a time or see something the window is 
covering up. 


To move a window, drag its title bar to a new location. 


Selecting information 

You select (highlight) text or other information before doing something 
to it, such as making it appear bold or copying it to another part of your 
document. To select, place the pointer where you want to begin selecting. 
Then drag the pointer to where you want the selection to end. 


LE Dockament Weegee 
fie Edt View Incet Format Hap 


Using toolbars 

Toolbars appear in many programs and provide quick ways to do tasks. 
Most toolbar buttons correspond to a menu command. You can find out 
what each button does by resting your pointer over the button: A box 
appears, displaying the button name. 
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Scrolling 

If a window is not large enough to display all the information, a scroll 
bar appears at the side and/or bottom of the window. You can drag the 
scroll box or click the scroll arrows. 


Lj €4 


; Scroll box 
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Keyboard Shortcuts 


You can use the following keyboard shortcuts with Windows. 


General Windows keys 


To Press 
See Help on the selected dialog box FI 

item 

Quit a program ALT+F4 
View the shortcut menu for the SHIFT+F10 


selected item 
Display the Start menu CTRL+ESC 


Switch to the window you last used. ALT+TAB 
Or switch to next window by pressing 
ALT while repeatedly pressing TAB. 


Cut CTRL+X 

Copy CTRL+C 

Paste CTRL+V 

Delete DEL 

Undo CTRL+Z 

Bypass auto-play when inserting a SHIFT while inserting the CD-ROM 


compact disc 


For the desktop, My Computer, and Windows Explorer 


When an item is selected, you can use the following shortcut keys: 


To Press 

Rename an item F2 

Find a folder or file F3 

Delete immediately without placing SHIFT+DEL. 

the item in the Recycle Bin 

View item properties ALT+ENTER Or ALT + double-click 
Copy a file CTRL key while dragging the file 


Create a shortcut CTRL+SHIFT while dragging the file 
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To 

Select all 

Refresh a window 

View the folder one level up 


Close the selected folder and all its 
parent folders 


Switch between left and right panes 


For Windows Explorer only 


To 
Go to 
Switch between left and right panes 


Expand all subfolders under the 
selected folder 


Expand the selected folder 
Collapse the selected folder 


Expand current selection if it’s 
collapsed, otherwise select first 
subfolder 


Collapse current selection if it’s 
expanded, otherwise select parent 
folder 


For properties dialog boxes 


To 

Move forward through options 
Move backward through options 
Move forward through tabs 
Move backward through tabs 


For My Computer and Windows Explorer 


Press 

CTRL+A 

F5 

BACKSPACE 

SHIFT while clicking the Close button 


F6 


Press 
CTRL+G 
F6 


NUMLOCK + ASTERISK (* on numeric 
keypad) 


NUMLOCK + PLUS SIGN (+ On numeric 
keypad) 


NUMLOCK + MINUS SIGN (- on numeric 
keypad) 


RIGHT ARROW 


LEFT ARROW 


Press 

TAB 

SHIFT+TAB 
CTRL+TAB 
CTRL+SHIFT+TAB 


For Open and Save As dialog boxes 


To 
Open the Save In or Look In list 
Refresh 


Open the folder one level up, if 
a folder is selected 


Accessibility Options shortcut keys 
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Press 

F4 

FS 
BACKSPACE 


To use Accessibility Options shortcut keys, the shortcut keys must be 
enabled. For more information, look up “Accessibility, shortcut keys” 


in the Help Index. 


To 

Toggle StickyKeys on and off 
Toggle FilterKeys on and off 
Toggle ToggleKeys on and off 
Toggle MouseKeys on and off 
Toggle High Contrast on and off 


Press 

SHIFT 5 times 

RIGHT SHIFT for 8 seconds 
NUMLOCK for 5 seconds 

LEFT ALT + LEFT SHIFT + NUMLOCK 


LEFT ALT + LEFT SHIFT + PRINT SCREEN 
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Accessibility for People with Disabilities 


Microsoft is committed to making its products and services easier for 

everyone to use. This section provides information about the following 

features, products, and services, which make Windows more accessible 

for people with disabilities: 

« Features in Windows that make using Windows easier for people 
with motion or hearing disabilities 


¢ Getting information about other products and services for people 
with disabilities 


Windows accessibility features 


vie 


4, Ds 
TIP 


If these options are not installed, 
you can use the Add/Remove 
Programs icon in Control Panel 
to install them. 


Windows includes several accessibility features that provide users who 
are movement or hearing disabled with better access to computers that 
run Windows. These features enable you to change your display, mouse, 
and keyboard features, as well as use sound to help you use Windows 
most effectively. 


For example, if you have trouble using a mouse, you can use the 
MouseKeys feature, which enables you to use the numeric keypad to 
move the mouse pointer. The following illustration shows which keys to 
use. 


Num Right 
Lock Button 


To find these features, double-click the Accessibility Options icon 
in Control Panel. For a more detailed list of procedures, look up 
“accessibility” in the Help Index. 
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Customizing Windows 


There are many ways you can adjust the appearance and performance of 
Windows, your mouse, and your keyboard to suit varying vision and 
motor abilities without requiring any additional software or hardware. 
Application note WN1062 describes the specific methods. 


If you have a modem, you can download application notes from the 
following network services: 


CompuServee 
GEnie™ 
Microsoft OnLine 


Microsoft Download Service (MSDL), which you can call at (206) 
936-6735 any time except between 1:00 A.M. and 2:30 A.M. Pacific 
time. Use the following communications settings. 


For this setting Specify 

Baud rate 1200, 2400, 9600, or 14400 
Parity None 

Data bits 8 

Stop bits l 


Various user-group bulletin boards (such as the bulletin-board 
services on the Association of PC User Groups network). 


Documentation in alternative formats 


People who have difficulty reading or handling printed documentation 
can obtain most of Microsoft’s publications from Recording for the 
Blind, Inc. Recording for the Blind distributes these documents to 
registered, eligible members of their distribution service, either on audio 
cassettes or on floppy disks. More than 80,000 titles are available, 
including Microsoft product documentation and books from Microsoft 
Press. You can contact Recording for the Blind at the following address 
and phone numbers: 


Recording for the Blind Telephone: (609) 452-0606 
20 Roszel Road Fax: (609) 987-8116 
Princeton, NJ 08540 
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More information for people with disabilities 


For more information about Microsoft products and services for people 
with disabilities, contact: 


Microsoft Sales Information Center Voice telephone: (800) 426-9400 
One Microsoft Way Text telephone: (800) 892-5234 
Redmond, WA 98052-6399 Fax: (206) 635-6100 


The Trace R&D Center at the University of Wisconsin-Madison 
produces a book and a compact disc that describe products that help 
people with disabilities use computers. The book, titled Trace Resource 
Book, provides descriptions and photographs of about 2000 products. 
The compact disc, titled CO-NET CD, provides a database of more than 
18,000 products and other information for people with disabilities. It is 
issued twice a year. To obtain these directories, contact: 


Trace R&D Center Voice telephone: (608) 263-2309 
S-151 Waisman Center Text telephone: (608) 263-5408 
1500 Highland Avenue Fax: (608) 262-8848 


Madison, WI 53705-2280 


For general information and recommendations about how computers can 
help specific individuals, consult a trained evaluator who can best match 
the individual’s needs with available solutions. An assistive technology 
program in your area will provide referrals to programs and services that 
are available to you. To locate the assistive technology program nearest 
you, you can contact: 


National Information System (NIS) — Voice/text telephone: 
Center for Developmental Disabilities (803) 777-4435 
Benson Bldg. Fax: (803) 777-6058 
University of South Carolina, 

Columbia, SC 29208 
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Troubleshooting 


This section is designed to help if you encounter problems when using 
Windows 95. 


Using Help troubleshooters 


To use a troubleshooter, look up “Troubleshooting” in the Help 
Contents, and then follow the step-by-step instructions to resolve the 
problem. The following topics are covered in Help troubleshooters. 


¢ If you have trouble printing ¢ If you run out of memory 

¢ Ifyou need more disk space ¢ If you have a hardware conflict 

¢ If you have trouble running ¢ If you have trouble using the 
MS-DOS programs network 

¢ If you have trouble using your ¢ If you have trouble using 
modem Dial-Up Networking 

¢ If you have trouble using Direct ¢ If you have trouble using a 
Cable Connection PC card (PCMCIA) 

* If you have trouble starting 
Windows 


Bypassing your startup files 


If you need to, you can start your computer without loading certain 
components. This is most useful when you are experiencing problems 
starting Windows. 


To start your computer in troubieshooting mode 
> l Start or restart your computer. After your computer starts, 
Windows displays the following text: 
Starting Windows 95... 


» 2 While the text is on your screen, press and release the F8 key. 
Windows displays a menu. 


> 3 Type the number for the option you want, or use the 
DOWN ARROW key to select it, and then press ENTER. 
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The following table explains each of the choices you might see when you 


press Fs at startup. 


Command 


Normal 
Logged ((BOOTLOG.TXT) 


Safe mode 


Safe mode with network support 


Step-by-step confirmation 


Command prompt only 


Safe mode command prompt only 


Previous version of MS-DOS 


What it does 
Starts Windows normally. 


Starts Windows normally, but creates a 
text file called Bootlog.txt located in 
your root directory (top-level folder on 
drive C). This file contains information 
about which files loaded correctly. 


Starts Windows with a basic 
configuration instead of your usual 
configuration. Some parts of your system 
might not work as they usually do. After 
Windows starts, you can then make 
changes and restart your computer. 
Starts Windows with a basic 
configuration but includes network 
capabilities. 

Starts your computer, displaying each 
startup step followed by a prompt. To 
carry out the current command, press 
ENTER. To bypass that command, press 
ESC. This option enables you to load only 
those components you want. 


Starts your computer normally, but does 
not start the Windows interface. You can 
start Windows by typing win. 


Starts your computer with a basic 
configuration instead of your usual 
configuration, and does not start the 
Windows interface. 

Starts MS-DOS, using files that were 
backed up during Windows Setup. The 
version of MS-DOS depends on what 
version you were running before 
installing Windows 95. 


Appendixes 83 


Restoring the registry 


If your registry becomes corrupted, you can restore it by using the 
following procedure. Restoring the registry will replace it with a copy 
of the registry as it was the last time you successfully started your 
computer. 


To restore the registry 

> 1 Start or restart your computer. After your computer starts, 
Windows displays the following text: 
Starting Windows 95... 


* Zz While the text is on your screen, press and release the F8 key. 
A menu appears. 


> 3 Choose the Command Prompt Only option. 


» 4 Atthe command prompt, change to your Windows 
directory. For example, if your Windows directory is 
C:\Windows, you would type the following: 


cd c:\windows 


> 5 Type the following commands, pressing ENTER after 
each one. (Note that System.da0 and User.da0 contain 
the number zero.) 


attrib -h -r -s system.dat 
attrib -h -r -s system.da0 
attrib -h -r -s user.dat 
attrib -h -r -s user.da0 


> Ot you want to contact product support, type the following 
to create files you can refer to: 


copy system.dat system.bak 
copy user.dat user.bak 


» 7 Then type: 


copy system.da0 system.dat 
copy user.da0 user.dat 


> § Restart your computer. 
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Running MS-DOS programs when you use DriveSpace 


The DriveSpace disk-compression program may use memory needed to 
run certain MS-DOS~based programs. To increase available memory for 
your program, you can start your computer by using the Step-By-Step 
Confirmation option, and choose not to load DriveSpace and only load 
the devices and files needed to run your program. 


For more information about doing this, look up “MS-DOS programs, 
troubleshooting” in the Help Index. 


Note The program and any files needed to run it must be on a host 
(uncompressed) drive. When you choose not to load DriveSpace, you 
cannot load any files from a compressed drive — you will get a message 
that the file is corrupted or cannot be found. See your program’s 
documentation to find out what files are required. 


For more troubleshooting information 


If you have trouble setting up Windows 95, see the Setup.txt file that 
comes with Windows. If you have other trouble, see the Readme.txt 
online document for a list of other readme files you can find information 
in. 


Index 


? (question mark) button, using to get Help 12 Animations, viewing 60 
Applications See Programs 
A Arranging open windows 7 
Arrow button on folder toolbars, using 23 
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opening shared folders 55 Bar at the bottom of the screen See Taskbar 
overview of sharing resources 44 Blindness and low vision, support services for 79 
printing from shared printers 55 Booting your computer in troubleshooting mode 81-82 
using Dial-Up Networking 56-57 Bootlog.txt file 82 
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Click, defined 70 
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windows xi 
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starting programs automatically when 
Windows starts 40-41 
using colors, pictures, and patterns 61 
using Screen savers 6] 
Cutting and pasting 
files or folders 24, 37 
information in documents 28-29 


D 
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keyboard shortcuts 75 
Devices 
changing hardware settings 14 
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troubleshooting 81 
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how to use 71 
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Disabilities, support services for 78—80 
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troubleshooting 81 
Disks See Drives 
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Document file type, changing 31 
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defragmenting files on 63 
saving files on a different drive 31 
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viewing the contents of 20-22 
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E-mail, exchanging 

by using Microsoft Exchange 64 

by using The Microsoft Network 65 
Editors 

for pictures 67 
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by using Microsoft Exchange 64 

by using The Microsoft Network 65 
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Explorer See Windows Explorer 
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Faxes, sending and receiving 64 
File icons in folders 
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described 21 
File information, viewing 23 
File Manager. Windows 95 equivalent: ix 
File path, specifying 16 
File type, changing 31 
Files 
See also Documents 
checking for errors 62 


Find command, using 13 
Find tab in Help, using 12 
Finding 


computers 13 
documents or folders 13 
Help topics 11-12 
programs 13 


Fixing disk errors 62 
Floppy disks 


compressing 63 

copying files to 27 

obtaining Microsoft documentation on 79 
saving files on 31 
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Folder icons, illustrated 21 
Folder windows, working with 23 
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copying 
by dragging 38 
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by using the right mouse button 37 
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Games 
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running MS-DOS programs on a DriveSpace 
compressed drive 84 
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Hard disk See Drives 
Hardware 
changing hardware settings 14 
installing 36 
troubleshooting 81 
Help troubleshooters, using 8] 
Help, online 10-12 
Hidden window, switching to 7 
Hierarchy of folders, viewing 22 
Highlighting See Selecting 
HyperTerminal, using 65 
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for files and folders 
changing the display of 23 
defined 21 
Identifying your computer on the network 48-49 
Inbox for Microsoft Exchange 64 
Index tab in Help, using to look up topics 11 
Installing 
hardware 36 
network software 46-47 
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software 35, 68 
Windows 95 xiv—xv 
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Laptop computer See Portable computer 

Links to documents and programs See Shortcuts 
Listing files and folders 22, 23 
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by using Microsoft Exchange 64 
by using The Microsoft Network 65 
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MS-DOS window, opening x accessing 
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by using My Computer 21 
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by using Windows Explorer 22 
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My Computer 20 
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automatically when Windows starts 40-41 


by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 41 
by using Windows Explorer 22 
Windows Explorer 22 
Optimizing your computer 63 
Option boxes See Dialog boxes 
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Paint, using 67 
Parts of a window, getting Help on 12 
Password 
logging on to Windows without using 2 
using to log on to Windows 2 
using to protect shared resources 50 
Paste command 
copying or moving files and folders 24, 37 


copying or moving information in documents 29 


Path, how to specify 16 
Patterns, displaying in the background 61 
PC card (PCMCIA), troubleshooting 81! 


Permission to use your shared resources, granting 50 
Personalizing Windows See Customizing Windows 


Pictures, displaying in the background 61 
Playing 

games 60 

multimedia files and CDs 60 


Pointers to documents and programs See Shortcuts 


Pointing with the mouse 70 
Pop-up explanations, displaying 12 
Portable computer 


connecting to another computer by using a modem 66 


setting up Windows for xv 

using with Briefcase 66 

using with Dial-Up Networking 56 
Power, turning off your computer 17 
Print jobs, managing 33 
Print Manager, Windows 95 equivalent. x 
Printers 

checking for printers already set up 32 

controlling access to 50 

creating shortcuts to 39 

setting up 32—33 

sharing 53-54 

troubleshooting 34 

using shared printers 55 
Printers folder 

adding printers to 32-33 

described 20 

viewing documents waiting to print 33 
Printing 

documents 34 

managing documents waiting to print 33 

troubleshooting 34 

using shared printers 55 
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Program Manager, Windows 95 equivalent: 1x 
Programs 
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finding 13 
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Programs (continued) 
starting 
automatically when Windows starts 40-41 
by using My Computer 21 
by using shortcuts 39 
by using the Programs menu 5 
by using the Run command 15 
by using the Start menu 4] 
by using Windows Explorer 22 
switching between 7 
Programs menu 
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Right mouse button 
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hardware 36 
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overview 44 
printing from shared printers 55 
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Shortcuts 
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Shutting down your computer 17 
Sight impairment, support services for 79 
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Sound cards, installing 36 
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Troubleshooting scrolling information in 74 
bypassing startup files 81—82 switching between windows 7 
printing problems 34 Windows 95 operating system 
restoring the registry 83 changing Windows settings 14 
running MS-DOS programs on a DriveSpace differences from Windows version 3.1 ix 
compressed drive 84 information about. where to find vi—vii 
using Help troubleshooters 81 logging onto 2 
Turning off your computer 17 new features: xii 


quitting 17 


U setling up XIV—Xxv 
troubleshooting 81-84 
Underlined text in Help topics 11 using efficiently 37-41 
Updating files on two computers 66 Windows accessibility features 78 
Upgrading from an earlier version of Windows xiv Windows components, installing 68 


User-level access control, setting up 50 


Windows Explorer 
keyboard shortcuts 75, 76 
using 22 
Windows for Workgroups 48 
Windows keyboard shortcuts 75 
Windows NT 48 
Windows version 3.1 
how Windows 95 differs from ix~xii 
upgrading from xiv 
WinNews vii 
Word processing 67 
WordPad, using 67 
Workgroup, viewing computers in 45 
Writing short documents 67 


X 


X button 
using to close windows xi 
using to quit programs 6 


95 


